
Motor Pool Steps to reserving a GV 

 

1. You will receive an invite from a motor pool dispatch via email from DRM through 
GSA. 
 
2. You will need to create a user account fill out only the boxes with the * next to it. As 
seen below. 
 

 

 
 

 

 

 

 3. Once you have created your account you will now be allowed to log into GSA DRM 
and create reservations. 
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1. Click on New Reservations to submit a reservations. 
 

        2. Choose a Pick-up and Return date and time  
 
        3. Click ‘Search’  
 

 



 
 

 
 
      4. Click the radio button in the far left column for the vehicle you wish to reserve  

 

      5. Click ‘Continue to Confirmation you will be directed to Confirm Reservation 
 
      6. Enter the Purpose of the reservation in Confirm Reservation  
 
      7. Click Submit 
 
     8. You will receive a confirmation number in an email sent to you. 
 
Canceling and modifying reservations. 
 
 

 
 

1. Enter your confirmation number in appropriate box and click search. 
2. When viewing your reservation that was created you will have the option to 

make changes or cancel the reservation. 
 

Any questions?  Contact SN Danielle M. Thomas, Motorpool Assistant.  X3270 
 


